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Reviewing the Activity Security Tab 

 
 

Step Action 

1. Begin by navigating to the Manager Security Request page. 

 

Note: This simulation is an example of a transaction. When entering a transaction in the 

live TeamWorks Financials system, please select all values and options based on agency 

policy, the paperwork on hand and the current situation. 

 

Click the Main Menu link. 
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Step Action 

2. Click the Agency Security link. 
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Step Action 

3. Click the Manager Security Request link. 
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Step Action 

4. For this example, a new Security Request will be created.  

 

Click the Add a New Value tab. 
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Step Action 

5. In this example, use Business Unit 42700.   

 

Click in the Business Unit field. 
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Step Action 

6. In this example, use Business Unit 42700.   

 

Enter the appropriate information into the Business Unit field.  

 

For this example, type 42700. 
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Step Action 

7. Click the Add button. 
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Step Action 

8. This is the initial entry page when beginning a new Security Request.  

 
 

Step Action 

9. In this exercise, we will take a closer look will be taken at the Activity Security tab.  

 

Click in the User ID field. 
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Step Action 

10. Enter the appropriate information into the Activity Security field.  

 

For this example, type 003003003. 
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Step Action 

11. Press [Tab]. 
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Step Action 

12. In this exercise, a closer look will be taken at the Activity Security tab.  

 

Click the Activity Security tab. 

 

 
 

Step Action 

13. This is the Activity Security page. This page allows the manager to select roles for 

employees and contractors.  Access can be added or removed.  

 

Notice the different modules that can be expanded.  
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Step Action 

14. Let's look at Benefits 

 

Click the Benefits button. 
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Step Action 

15. Once a module is expanded, roles specific access can be added or removed. 

 

To add activities to an employee or contractor check the Add button within each module.  

 

To remove activities from an employee or contractor, click the Remove button. 

 

Click the Add option. 
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Step Action 

16. Since the Add button was checked for Basic Benefits, notice the Activates (Basic 

Benefits) is now available. There are more specific access options in Basic Benefits if the 

manager does not want to give access to the entire Basic Benefits module.  
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Step Action 

17. Now that the appropriate selections have been made, the Benefits section is 

complete. Collapse this section.  

 

Click the Collapse section button. 

 

 
 

Step Action 

18. Now, let's look at the Human Resources module.  

 

Click the Expand section button. 
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Step Action 

19. The Human Resources module has now been expanded. Notice that the Basic Human 

Resources activity states that all or individual activities can be selected. Let's take a look at 

the individual options.   

 

Click the Add option. 
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Step Action 

20. Now there is an additional module with additional Basic Human Resources options.  

 

Using the vertical scroll bar, scroll down to view all of the options.   
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Step Action 

21. Here is a full list of the options under Basic Human Resources. Add or Remove can be 

checked for each.  

 
 

Step Action 

22. Now, open the Payroll module 

 

Click the Expand section button. 

 



 

Job Aid 

 

Date Created: 12/4/2019 9:47:00 AM Page 19 

 

 
 

Step Action 

23. Here are the options for the Payroll module.  
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Step Action 

24. Notice that Basic Payroll states that all or individual activities can be selected. Clicking 

Add will expand the available options. 

 

Click the Add option. 

 

 
 

Step Action 

25. Here are the individual options for Basic Payroll. The options can be added or removed by 

checking the appropriate box.  
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Step Action 

26. Now, let's look at the PeopleSoft Query module.  

 

Click the Expand section button. 
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Step Action 

27. Notice the two options for PeopleSoft Query. These options can be added or removed by 

checking the appropriate box.  
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Step Action 

28. All of the appropriate items have been checked. Instead of closing each module 

individually, there is a Collapse All button that can close each module.  

 

Click the Collapse All button. 

 

 
 

Step Action 

29. Notice now all of the modules are closed.  If the modules need to all be viewed 

simultaneously, there is an Expand All button.  

 

Click the Expand All button. 
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Step Action 

30. All of the modules are now expanded.  After a final review that the appropriate options 

have been checked, be sure to save your work.  

 

Click the Save button. 
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Step Action 

31. After saving, the user is returned to the Security Request tab. Continue to input the relative 

employee or contractor data.  
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Step Action 

32. Congratulations!  You have successfully completed reviewing the Activity Security tab.  

End of Procedure. 

 

 


